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TOPIC:   Accela Citizen Access (How to Apply for a Permit)   
Accela Citizen Access (ACA) is the online tool for external public users to check the status of permits, conduct 
research, and apply for some records online (refer to specific business units for the ability to apply for a permit 
online). ACA is replacing the current online system Kiva Citizen Access and KivaNet Citizen. The online permitting 
is currently only available for Planning & Development Services Building Division. 

Directions: 

Step 1: Go to the Accela Citizen Access home page located and click the “Apply For a New Permit (Residential – 
Water Heaters, Gas Line Repairs, & Lawn Sprinklers)” link in the PDS section of the online Portal. 

 https://publicservices.sdcounty.ca.gov/citizenaccess/ 

 

  
 

 
 

https://publicservices.sdcounty.ca.gov/citizenaccess/�
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Step 2: You will be taken to the online disclaimer page. Here you should read through the General Disclaimer 
and check that you have read and accepted the above terms and Continue the Application. 
 
  
Step 3: Enter either the property address or the assessor parcel number of the property for which you are 
applying for a permit and click search.  

General Disclaimer 

Check after you 
have read the 
disclaimer. 

Continue 
Application 

Enter the assessor parcel number 
of the property for which you are 
applying for a permit.  Include the 
dashes. Example: 123-456-78-90 
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Step 4: Results of the address or assessor parcel number search will display your search criteria. Click the address 
and corresponding assessor parcel number for the property for which you are applying for the permit. 
 

 
 

Alternatively you may enter 
the address of the property 
for which you are applying for 
a permit. 

Click the hyperlinked 
address (or assessor parcel 
number) that matches 
your search criteria and 
will be the address and 
assessor parcel number on 
your permit application. 
The section you did not 
search (either Address or 
Parcel) will be populated 
with your selection. 
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Step 5: Click Continue Application if the information is correct. If the information populated is incorrect you may 
clear the fields and research new criteria. 
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Step 6: Complete Step 2 (Applicant Info > Enter Basic Information) by entering the Owner on Application. Once 
the fields are completed click Continue Application. Please note all fields marked with as required (*) must be 
completed in order to Continue the Application.  

 
 
Step 7: Complete Step 3 (Additional People > Add Permit Professional). This form has three sections, PDS Plan 
Check Contact, PDS Permit Contact, and Professionals. The user must complete the PDS Plan Check Contact and 
PDS Permit Contact sections; however the Professionals section should only be filled out if a licensed 
professional will be performing the work. Please note you can click the clear button to remove all contact 
information for each section. 
 
If a licensed professional will be performing the work and taking responsibility for the permit please complete 
the Professionals section. Please select the License Type of “CSLB Contractor” and fill out the State License 
Number and contact information fields including Name of Business, Address Line 1, City, State, Zip, and Business 
Phone. All other fields are optional and do not need to be filled out in order to complete your application. 
 

At a minimum 
complete all 
required fields 

Click once.  Owner on Application 
information is complete. 
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All fields with an * must be 
completed to continue 
the application. 

This will clear all 
entries in this 
section. 

 
All fields with an * must be 
completed to continue 
the application. 
 

This will clear 
all entries in 
this section. 
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Click Continue Application once 
all contact and professional 
information has been added. 

You must always 
select the license 
type “CSLB 
Contractor”. 
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Step 8:  Select a Primary Scope Code and enter the nearest cross street in the Use field. Please note no other 
edits should be made in this section. Once you have selected a Primary Scope Code and enter the nearest cross 
street in the Use filed. Click Continue Application. 

 

 

 

Select one of the 
three Primary scope 
codes. 

Enter the nearest cross 
street to the property 
where the work is to be 
performed. 

Click here once Primary 
Scope Code has been 
selected and nearest cross 
street entered. 
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Step 9: You now have the opportunity to review the information entered previously and verify everything is 
correct. If you need to make changes to any section select the edit button for that section and make your edits. 
If/when all information is correct click Continue Application. 

 

Step 10: Your application has now been submitted for review by the County of San Diego. You will be notified via 
e-mail when the permit has been issued or if the permit cannot be issued and why. 

 

 

Record ID 

Important 
information 
regarding the 
submittal of your 
application. 
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More Information: 
For information directions on how to look up information specific to your record, including viewing conditions of 
approval, record specific information, contact information, paid and unpaid fees, scheduled inspections and 
inspection history, project workflow, documents attached to the record, related records, job valuation, and trust 
account information please see the Accela Citizen Access how to check the status of your record guide. 

Help Contact:  
If you have additional questions on how to apply for a PDS building application please contact the PDS Building 
Division. 
 

Planning & Development Services: (800) 411-0017 – Stephanie Nicholas or Scott Gilmore 
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